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PRINCE GEORGE'S COUNTY POLICE DEPARTMENT

DEPARTMENTWIDE DIRECTIVE

RECORDS MANAGEMENT PROGRAM

"Records Creation, Maintenance, and Disposition”

1.

Vid B. Mitchell,

Purpose of Directive: This directive establishes an agencywide
records retention schedule for local ordinance, and accreditation
compliance: ’

Prince George's County Code, Sections 2-277 thru 281.
. County Administrative Procedures #114.
. Standards #82.1.12, and #82.2.14.

Personnel concerned: All Departmental employees handling paperwork,
and computer records.

Distribution: Departmental employees engaged in files -management
operations.

Chief of Police

Prince George's County Police Department
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FOREWORD

A sound records/information management system is recognized by business
executives for efficient agency operations.

Prince George's County ordinance requires the establishment, maintenance
and implementation of records management programs.

The handbook is designed to give polibe personnel:

Uniform filing practices.

Paperwork reduction procedures.

Computer file purges.

This custom-made Records Management Program will:

Save premium office/storage space.

Improve filing operations.

Reduce filing equipment expenditures.

Comply with legal retention mandates.

The handbook is divided into six parts for easy reference:

1. Subject Index

2. Introduction

3. File Maintenance

4. Records Disposition

5. Records Systems

6. Exhibits/Forms

Used frequently for reference, the handbook will help you perform vour
records management responsibility more efficiently.

David B.

Mitchell, Chief of Police

Prince George's County Police Department
Landover, Maryland
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PRINCE GEORGE'S COUNTY POLICE DEPARTMENT
RECORDS MANAGEMENT HANDBOOK
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Directives Records
Emergency Operations Records
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PART T. SUBJECT INDEX

The SUBJECT INDEX is designed to help filing, and

operating personnel engaged in records management
operations.
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Abbreviations........ e s e e e enecevseteteseen s e st aanes 206
Accident Records.......... s e s e serese s s s e n it aoan e e 510-15
ADMINISTRATIVE RECORDS ... ¢ ctveeeecscecens teceecenssaseae 501
Agreements/Contracts
. Micrographics.....cceeeeceanas Ceteceanas Ceeeceeassens 501-2
. Mutual Aid....... cecean ceeeseavereasanas S 10 B
. Non-Disclosure....... e esesetecersecsseessasnssanesens 501-2
. Training....ceeeeierecsorscesancssans ceser e enns e s e 501-2

User/Municipal...ceeeeeeceevovocsnnanens et eceeeee 501-2
Adult Prisoner LOgS8......ceeeeeeeeeanccacas ceeeeseeaasas 502-16
Alcohol LOgS. . ccveeeecetnnconenns cereveean cesssssessessesd02-16
Allowances »
. Clothing.......... Ceeereteae et e eee...513-3
. Equipment......ccoeeeetosssoccconocsacanas ceeeeresesann 513-6
Applications/Employment .
. Civilian........ cesececoemavans e teecececenseenanenne 509-4
. Crosging Guard.......cceeesetvaccaacanas S e e e e ..509-4
. Police.......cc... teee s et et eres s asan s c e reeeee e 509-4
Archival Records........ c e s ece e s eseas e e e e eaee s 409
Audio/Visual TaApeS...cecesesssccaasoscses ceeeesesen02-3,515-1
Audit Reports
. Countv.....eee C e e ecesenecar st essesasasaces s s e e e 501-1
. External........... t et e et eoreeeseescasanertcnscases e 501-1
. Federal.......eeeccee e e e o eeccsescscsnceancsenasanrae e 501-1
. Fiscal....... oooooo ® ® ¢ 9 606 0 06 0 2 00060 000800008 e e o 0 0o 068 0 00 501-1
. Independent..... T eectesceseasas s eecsseenasaenana cee e 501-1
. Management........... cerecece s ataes et e s s s e s s s s 501-1
. Personnel........cccieeeiicrancancnana c e eeseeaeaeacas 501-1
Bad Check Transmittals.......... e cecaeecenanna 507-1
Badges
. PrOMOtIiONS .. ccceeeeeccscescoosnscesascscasacsascaosssssssscsse 513-1
. Purchases....... e e e s ese e s et et s as s s easeaescesesnceeann 513-1

Retirements.....ccecvecencercnccacas c e e ee s e e e e 513-1
. Separations........ Ceeeescerersso s N 513-1
Bank DepositsS...icecitenerasscccanceasacan ceercecescesans 507-2
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Bicycle Registration RecOrds.........ieeeeeeecroosnccocss 513-2
Bills

County Council.. ...t iiieeetenereeacsosasoensansoens 508-2

Invoices (EXPENSe) .....cieiieeeeiencnsnnsonsonnnnnans 507-3

Maryvland HoUSe......coeettietoesersosaseasaneassnnsoness 508-4

Maryland Senate....ceoeeeertoeessseetesoccncncascsncnas 508-5

U.S. House........ e rteessenesscaerete et 508-7

U.S. SENALE . et e eeeeeeeerstossesassanosssssscccsossseass 508-8
Budget ReCOrdS ... eeeereescenenoenoassacsosnanosaassosnse 507-4

O ¥ o 3 1 - 1 507-5

JOF= vl 1 11 = 1 o = - ..507-4,507-5

OPEraALiONS . ittt eveeoasenssansesocsosnoossencasnnocanes 507-4

Projections........viiriiiinneeecnesrennocnnnns 507-4,507-5
Bulletins

COMMUNLICAE IONS . 4 i vttt e v eeeeeeeeenanososasasnacnsosssss 502-5
. JOb OppOrtUNitY.cee e eeeenseeeeeonoeeasooonoannasscass 509-12
e Training...ceeeeeeeeneeeteeeeaenocsesasosasansocnanas 502-21
. Transfer Opportunity.......ciciieneeenececannes c et e e 509-12

Transfer RequestsS.....iieeeeereeenocenonanoenoss PN 509-12
Case DISpOSitionsS.....ceeveercosernearacnosansos e e eane 509-1
Certificates

Disposal/RecordsS.....vieeirerecereennnnasnonns e e 501-10

Eligibility/Employment...... ...ttt eneocacnnnces 509-2

MEdicCaAl.. e ee it ieeoeoceesoescesosssesasnsssaesscascns 509-9
Citations :

Adult Civil. ...t iii it ineeeeeraaoaannnansnans N 510-6

CrAIMinNgl . i ittt t it iseeeeecesecaeoacaassasasssasasencseas 510-2
. Juvenile Civil...... e et e s et at et et 510-9,510-10
TR = o s X - 510-15
civil

Juvenile Citations....oiie it ieereeeoescsesasessssacnse 510-10

SUDPOENAS .« vttt vttt st aosnsssosssosessesnssssosseonnoes 515-2

SULES . it it iiieetieeaneeneeneeneenossosaarssssonsanns 508-1
Civil Suits

Circuit CoUrt. ...t teteeneeeoeeeesassasaancanssnsansas 508-1
. Federal CoUurt.....ieteeeenteaeceasosscesasansssosasass 508-1
Commanders Information Reports.......cciiieeienneencenns 502-4




Communications Bulletins.................... e 502-5
COMMUNICATIONS RECORDS. & i i i it it ittt et v e v nonossonsoononcse 502
Computer Systems :
Automated Identification System..........ceiiuiean.. 503-1
Computer Assisted Dispatch System.................. . .H03-2
Electronic Mail System...... ..ottt nenenonnnn 503-3
Name Index SysStemM.....ooereertrecenononcnnnns e e 503-4
Personal Computer SYSLemM. ... .o eetisnsstocaocenonnees 503-6

. Police Management SysStem.......ivtieeneenonnosannnnss 503-5

. Property Recovery System............ovvtininienn. 503-7
Word Processing SYSEeM. .. veteetoeseooesanenosenaeesas 503-8

Computerized Files (CAD)

. Complaint HisStoOry...e.oeeeeooneonesosoaosonosssesannas 503-2
|0 T =T o o o 3 /2 503-2
PErSONNEl ... ittt et i eesteooororansasassaasasaneas 503-2
Premise History....o.oii oottt eiioeeooenesseaonananonss 503-2
153 < T 1 1= 503-2
Street GeOgraApPhNY .« ettt et e teaoeoocesenossnoaeosnnanoas 503-2

Condition RepOrtsS ... v ittt innnsesneneesansnnoennens 510-1

Contract Records
[0/0)11] o X: Yo oF - S @ttt it e e 501-2
07 ¢ 18 o o= Yo o - 7 501-2
COUNEY . it it e i it et i s et ensnsocenvononsesesssassoonness 501-2
Faederal.... ... iiieeeeeeeronoeotssosssasannsassasscaacens 501-2
7= o Lo 501-2
| == === T 501-2
e e = T 4 = = 501-2
Memoranda of Understanding........ceeiieennonnnseacsss 501-2
Micrographic ServicesS. ... .ttt ettt tetneanennen 501-2
MULUAL AdQ. . it it tetereteeoeeeassosaeeosossccsosncsasess 501-2
NON-DiSClOS UL . it i ittt et e et e eeeecenesnoesoensaesoness 501-2 .
== 111 1 o= O 501-2
PoliCe SEerviCes....cuvieiiiteenanenseensoennanes e e 501-2
Police Training.....ceeeeneeenereneonosoonssonoronenens 501-2
Private Contracts.. ...ttt eeevannnn e et 501-2
SELALE LEA. . vt ittt teeeeeesesseesasossssaaacssssenosess 501-2
USeY AgreemMenET 8. .. .ceeeereassenscoesosssoessesennsess 501-2

Correspondence/Administrative.. ... ...t eeeans 501-3
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Court Records

Civil/Criminal LOgS . ... v iieeeeeeeeeeraoneoososossananas 515-2
"Civil SUDPOENAS. ¢ vt et v ettt entenocnossssenesssscssanss 515-2
Criminal SUDPOENAS .t vttt vttt sttt eeneenoosocssnannsns 515-2
3T =T o = s o ¢ ¥ 1S 515-2
Grand Jury Indictments. ... ..o eiiieetereesascononsaas 515-2
e OFAer S . i reeitotoeseteanesnaecaasasaoesasonssacscsassna 515-2
e SUNMMOMNS . v v v v vt e v e menecsessesensossosssasssossssassases 515-2
WaArraAnt s . . v i o ittt st et otssensossssoonscsnasnocssos 510-20,515-2
Crime Solvers Records...........c.ctiitiiiienannencnnns 502-6
Criminal History Records.........eeeeeivennncennncencss 510-2

Criminal Investigations

ADAUCE L0t ¢ v vt e et et ssseoseesersscscsasssocesocssesans 510-3
AlCOhOliC BEVEeIraAgeS .. eveeeeoestscosoosososaoncensssaas 510-3
ATrSON/Fatality ... e e eeeecansoecasesnsnsnnseasnnsenons 510-3
= == 1 3 T o e s esaersecereans 510-3
Bad CheCKS . ittt ittt eeeeesoeoscensonsssasasosassossecasca 510-3
Bribery. . i et i iitiiieceeeeeeeeanssonssonncnsoasssas 510-3
BUYglaArY ..ot eeeeesnsnasasosscaansoossssasacssasscasasas 510-3
Child ADUSE. ... it ieeeeeneeacsassssssssscsnasnaossss 510-3
Credit Card Offenses. .. ...t ecrnersssnasnncossases 510-3
Y= 1 o« Y 510-3
Embezzlement..... ..o entinnnneesss ceee et a e e 510-3
| 257 ¥ 3l s 1 ) ¢ NN Y 510-3
FOY Qe Y . i i ittt ettt oecsoaneanseasossssosssssssanoncsans 510-3
Fraud. ..o e:eeeeeeeeaeeoseeseseasssssasasstsansssceensscenss 510-3
B ¢ 7- ¥ 111 3 s TS ¢ [ 510-3
DR = - 5 o = 2P 510-3
Hit/RUN . et v vttt seevseconocssaanansns s e eeec e 510-3
HOoMicCide . .t v i i ittt sttt eneeneneceoacsnaonansaansnsaesass 510-3
154 L1 = 1= oA 510-3
TN UL Y e ettt ettt e teesosscssnessseonasessonnassoscncnnss 510-3
Juvenile OffenseS ... eeeeeeeeeeenecesasasansosanans 510-3
Kidnapping. ..o e iee it ittt enoeeeeasesseasanonnssananssa 510-3
Minor Sex Offenses. . ...ttt enocosccanannsos 510-3
Missing Persons....... e e e ee it et e 510-3
NAFCOL Il . c ittt it et orneceecesscasacososssssassassseses 510-3
Obscene Material.....o.viieeeoeoeesosnssonsasnsnasosoca 510-3
Obscene Telephone. .. ...t i it iteeonansesosasesecennns 510-3
Pandering. ... . eeeeeeneeeenseeoaeesoasseanoanssnaneas 510-3
. Property ReCOVEeIY...:.itceteieeeceooeeossossosecnosacnnoennses 510-3
. Prostitution.......oeeeeeseeeieseesaosasossccnnnsecsocs 510-3
RAD e e v ettt veveesecsssssnsnsacssecsassasansssssssosa 510-3
B e Y 0] oY= ¥ 2 510-3
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Criminal Investigations (continued)

. RUNAWAY ...ttt ettt erensassasesasesenssssosccsnsenasnnsse 510-3
. . 8eX OffenNses8 .. it ececcsessascscnsnccnns N eee s e aeas 510-3
Sexual Child Abuse..... e e eeeees et cnseascasa e e 510-3
. Shooting.....ieveeeeean e v oo s ensereeeccteacneeeereneee 510-3
. Spousal Abuse.......... s e e ecesseses et seerarenne s ..510-3
. Suicide....... e eeeseseacecscteenseeteneeceaeoaranren 510-3
. Theft/Deception....cc.itveeeesesssossnsscasssonssoscess 510-3
. Traffic Fatality........... ceeeeeen e creeena e 510-3
. Unassigned Offenses.....cceeeeceeee S eeereeieeeec e 510-3
. Vandalism.......... e ceececececeessoeenaseon e e 510-3
. Vehicle Theft.........oo.. ce s e eaas Ceeecteresctecesnenna 510-3
. Vulnerable Adult Abuse........ ceee o - ch e s e s e ..510-3
WeAPONS . ¢t e e v o vevacacacsassasasnses et eseeseoe eeess.510-3
DATANOMICS RECORDS .. vttt ereveecscancosnsonnocnns ceeeennes 503
Daily Fuel Records.....ceceeueesn S Y I
Delivery/Receipt Records......... ceeee ceeeree e ..513-5
. Equipment Purchases.......cceeeeuunnen ceeeesessanl3-5,513-7
. Supply Purchases.......cceceeeeancecen s e aeses cee e ..513-5
DIRECTIVES RECORDS . .. ¢t et eeencesasonse ceeveseesarenan ..504
Directives
. County Government...... cere st aserenens et rerres e ..504-1
. External........... et eceeesess s et eaenas ce e e v s as ..504-2
. Federal Government........oiceeeeesesoscoscosscsosnnses ..504-7
. Internal........ teees s o eeneevrecees et e aeanansa e enens 504-4
. Rules/Regulationsg........ciceeettecasvessnsssanans ...504-5
. SOP....ieeevenn e e e et ee e ceeeecece et aeean 504-6
. State Government......ceoceceeronsoncsese eseeene cee e 504-3
Directories
. COMPlimMeNntS. ... eeeeeeeeeeeeneecesceossssssasssnsscesaes 502-~18
. Listings......... ces et e aseanan s cereravaanes ceseeass.D02-18
. Personnel ROStEersS.....ceiceeeeeeeecanossaaans e e e 502-18
. RegistersS......iieiiieiteneteesseensoessnscasnccannsns ..502-18
Disciplinary Infractions.......icci it oesreosanessnosee 509-11
Disseminations
Adult PhotographsS. ... ..t veeientencsssasoecosascencens 510-12
Adult Prints....cvevt it it cr e et ererassosoasasancnnnsnnss 510-12
Incident Reports...... e eereseaetetannna s e e e e 510~-12
Juvenile PhotographsS ... .. cceetieeeeencccsaconncasssnas 510~-12
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Disseminations (continued)

Juvenile PrintS.......oeeeeenneenennn [ 510-12

Juvenile RepOrtS . ... .. iiiieeeeetasecinssceanssocsnssosens 510-12

Public ReCOrdS.. ... iveiiieeeeencooassoseneoossss e e 510-12
Disposals _

a0 o 1= o Y I 513-15

RECOYAS . ittt it ittt ittt eteeseoteseanatosanesassssasneas 513-15
Drug Tax Liability Records....... e s e s e e e re e 510-6
EMERGENCY OPERATIONS RECORDS ... .ttt treescenoooeonsosanes 505
Employee Action Notifications

CAVILlAiAN . e o e o e oo e eeesoeooesecssoasssscssssssossssesoss 509-3
. Crossing GUArd. ... .oue et eicenvsoronscnnssanessonns 509-3
B = 3 s 1 = S 509-3
Employment Investigation Records...........eeeeeeeuennan 509-5
Equipment (Traffic)

RADAR ¢t 4 vt vttt esetoeecceeseseeaosaesscsasasesssasanse c...513-21
B 0 7= =T Lo 11 1= o = ol S 513-21

VASC AR . vttt et e e e eensescasessassascsasassssecsasossssssss 513-21
Evaluations/Performance

Permanent EmployeesS ... .. ittt ietencnsocnconcssonnnns 509-15

Probationary OfficCers. .. ... veiiiieinnnencancnsoneenas 509-15
Evidence Records

Accident PhotographsS. . ...t ieeeeeasonocascssoncnean 515-3

Accident Scene NegativVesS.....veeeeeooresosnososcacnana 515-3

Blood SpECImMeNS. ... ovevrerseneensnesssncsonsoss PRI 515-3

Crime/Incident Scene Negatives................ e vee s 515-3

Crime Scene Processing Reports......ccieeeerteevecacens 515-3
. Lab Analysis Reports...... ..ottt eneeronnencanoans 515-3

. . Lab Examination Requests......... ceseteeeareseanenaan 515-3

Latent Print Examinations........ e s e e et 515-3

NAarcoticCs. e vienereeneasanns ceeeecses s na s eace e ans 515-3

Photographic Prints.......iiiiiiiieiiiieneeennannoans 515-3
Examinations/Employment

CiVILliaAn. . oo e e eeneeeeesesosesescaaasocsosnssnsacessnas 509-6
. Crossing Guard.........coeeeceeneas e ssecereeseseaee e 509-6
. IN-SerVIiCe. ..t teeeerneeeeecasossonsssssscsonsocnssesen 509-6
. Oral/PromMOtioN. . ..iiceeteeceeeecscacsasossocascsesnsanas 509-6

o I o S R R I I 509-6
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Exhibits
Certificates of Records DispoSal......cceeeveceneenons ¥ 3
File Plan........c.uu... e e s ee et e et et e #1
. Records Center Label.......coitiivenecneroncncocnnses $ 4
. Records Inventory FOIrM. .. . vt ieaetanssoccscnoncnonss i 2
Records Transmittal/Receipt.....c.ccieeessessssacnsans # 5

Expense Records

Reimbursements......ceeeceeecscenancnsa et e eeratsasecnan 507-7
Vendors......... Gttt ecssessasnascaannna cee e erestaernaann 507-9
Expungements
Adult Records........... et eceaanaas ceesencerasassasanl0-4
. Juvenile Records.......ceeeecencses s e esecesceseseanes 510-4
Field Training ReCOrdsS.....cieerreescrrccnssnsoncanassns 509-7
Files Maintenance :
. Filing Systems......cceieeenens e eeecrerersec e .-..301
. File Cutoff Guidelines......... cee e creeeses.307,308
File PlanS....eeceeacasn et e e eccaceacasanes cees et enea 310
. Subject Filing Principles.........ccieueeeenencecans ..301
FINGERPRINT RECORDS.... ot vevevns et ececseeneens ceee...b06
Fingerprints (Automated)
. Adult..... cecesnecees et e e easane e e e e ecs s s e ecsesasuoane 503-1
. Affiliates......... Gt e e eocseceee et e v s ee s e easenanea ..503-1
. Civilians.....cce.e. ceressoan ceeo s cesacsesanna eeees.H503-1
. Deceased......cicciteercnnscncns e et ecesesrasescenoosas 503-1
. Fortune Tellers.....cveeveeeesee e e essecearssacsnes e 503-1
. Hackers........ seees o ceeerasan e e et eeccececs e e aneaea 503-1
. JuvenilesS....ccrceccrcnrsanensos et e receccsesenaaa ceeees 503-1
. Masseuses/MaSSeUrS....cesvessss e reececeneans N 503-1
. Missing Children....... C e e et e ecer e eee...503-1
. Police.....iitteerrencacsnnsans e e eceosoeeceecnenarenos 503-1
. Studio MoAElS.....eeeeeeeceancsnsecaasasascssossscsnss 503-1
Fingerprints (Hardcopy)
. AdUltS.. ...ttt ie et G eeeccctteeac v esaaans 506-2
. Affiliated LEA.......c.cccveusen et eececereesetsneanas 506-1
. Deceased........i ittt ittt nrsvosesrsssseress v e.506-3,506-5
. Civiliang....eeeeecnsacoccsancs e e e rectaseaeanas ceenea 506-5
Deceased Prints...c.cicececeicncececancocnscnsns ceees.506-3
. PFBI........... s e s e eeeesesesesanectaaeneacenannnn ceees 506-2
. Fortune TellerS ... ieeteecascarsscsascssasseanscsssoennsossse 506-5
Hackers.......eeeae. e e e s eeessee st ens s aces e es e s 506-5




JUVENI LS.ttt t i ettt eneseeeaeanssenosaosacnsananeens ....506-2
MaSSEUSES/MaASSEUL S . v vt veseeseoccececcosesssacencsasess 506-5
. - Missing Children....... Ceee e esecss et et a et asaeasas 506-5
. Non-Affiliated LEA.......citeeeeeeosccaossssnassassanas 506-4
. Police.....ecene. ceeee e e s e et ececarereceese s 506-5
Studio Models.. ..ot ittt ieececssconccsannssossnesens 506-5
FISCAL RECORDS ...ttt eeeecnces c e es e s et e v s et eseceesnaenaen 507
Firearms ReCOYrdS.....ueeeesessecsssscssossascsscsossosnsssess 510-5
Firearms Tracing...cceceeeeceassas ces e v e ce e s e v ecoeneaeae 513-8
Forms......ooeveeee. e se et s oo ereneesse st esranneaesa . 501-4
GrievanceVDisputes
. Administrative Hearing Boards.......eecivsrtoeecsonnan 509-8
. Equal Employment Opportunity.......... Gt e v et e aaan .e..509-8
Fraternal Order of Police....... e eeeae ct s e s eeesecens 509-8
. Human Relations Commission............ Ceecoaeoean . e..509-8
. Performance GrievanCesS.....c.eeceesese. ceereecenen cees e 509-8
. Police Civilian Employees Association................ 509-8
. PrOMOtLIONS .. ..iueeeeeeeasecosoesossessssssasssssansaces 509-8
Hazardous Substances........... Ceeececseecnesesessaeeas 515-4
Health/Safety
e AIDS .. i eeereeetecocccsenoness ce e e s e e e eecaseesas 509-9
. Communicable Dlseases ................................ 509-9
. Doctors' Certificates..........c.c... s e e ceeeaaes «ee.509-9
. Infectious Diseases........ st s s e essenecerenseereneaee 509-9
. Medical Referralsg.......c.cceeeeeesscscccsaancasasansnns 509-9
. Workmen's Compensation CasSes8......ccceseeecesosccscss 509-9
Hiring/Employment
e CilViliANS.eeeeeeeeesesocnoseonsesasnsssasasassaassansssaos 509-10
. Crossing GUAXrdS...ceeeeeesceseceosossscssnsccsnsccnscas 509-10
. Police...... t et e esnceceeceseeeseneean Ceeececeresenenn 509-10
. TemMPOrAri@8. cvcieeeeeenecscsssecassasosessssccssonscsscs 509-10

Incident Records (Central Records)

. Adult Civil Citations........ c e et et eeseeet et et aneas 510-6
. Alcohol Influence Reports........... ceetesetssetansana 510-6
. Animal Bite Reports......cceeeeeasn c et eeceeer e 510-6
. Chain Custody Log/Analysis ReportsS............. e 510-6
. Computerized Incident Reports ....... C e e s e e are e e 510-6
. Continuation Reports..........ciieiieeeecnannccanns 510-6
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. Crimes Against Persons Reports......... e es e 502-7,510-6 ’
. Crimes Against Property Reports.........cceevevevoccos 510-6
. Crime Scene RePOIrtLS.. ..o iereeeeecttscacersrsosccnsceisessDl0-6
. Damage Notification Reports.........ceiiiteeeeenanses 510-6
. Detective Supplement Reports........cciiciieeeeeacens 510-6
. Disgtrict Processing Reports......-cveieeeeenocsnns ++..510-6
. Evidence Reports...... cteeesees et s ee st ececasenr e 510-6
. Field Observation RepoOrtS......eeeeveeeeesocasancnans 510-6
. Fire Investigation Reports........ccieveeeeceass eeee.510-6
. Forfeiture Summary Reports.......cccieeieeceeences e e+.510-6
. Firearms Discharge Reports............. ceeeevetesenne 510-6
. Incident Reports...c..eeeeeces ee e e eee e t e e eenenre e 510-6
. JInvestigation Reports.......ceiceeeencess ceeeeeeeeen 510-6
. Latent Print Examination Reports.......cecceeviceenen 510-6
. Lineup Reports.........ciiiitiiieeinecncentenennsons 510-6
. Missing Person Photographs......c.eeeeiteeccesvesnnees 510-6
. Special Reports...... e s ecececteeseenroternevecea eere..D10-6
. Statement Reports.....veeeeecesescacasccs ceneen ceaees.Dl0-6
. Vaccination Reports.......... cteetecesreaasoana ceeeee 510-6
. Validation Reports.....cceeieeeerencrsacanss cet e 510-6
. Vehicle Release Reports........ e et csetecseccanannn «e.510-6
. Vehicle Releases/Showcause NoticeS...eieiveveveaaneass.nl0-6
. Weapons Teletypes......cececeeenes ceessecescesetssanee 510-6
Incident Records (District Stations) .
. Accident Reports......ceeeceececsocncnccee ceeseseneane 502-7
. Crimes Against Persons Reports...........ccceceen e...502-7
. Crimes Against Property Reports.......ccceeceevensen .e.502-7
Informant Records........ s e s e s s ceceissescsacctsssaseseena 510-7
Inspection Records....... ce s eeceoeene Ceeececcscecascacns 501-5
Insurance ReCOrds....ceceeeeeoscoes ceseveaas cesesanes ...515-5
Intelligence Records........... ceeraccceanns eesesesasesesD10-8
Internal Affairs Records............ ceresessssssssesessed09-11
Internal Electronic MeSsSagesS.....cccieeeesrcccssosooccsoenn 502-8
Investigations
. Accident....ceecevscoscccsoanss e ereeteescessccca o 509-11
. Background............ ceteeaccanasan et ceeasseacsesnes 509-5
. Civilian....ceceeesees ceeeesecceseceenas e eeess e 509-5
. Criminal......cocvee.n cecsceseasaana cesser e ceaees 510-3
. Crossing Guard...... s e e e e s eecasesearaaana cececcaan 509-5
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Employment. ... ... ..ottt ianceananns 509-5,509-19
Field CasSe8 .. .iveeeieeeeeerotoeseeasenoneasonosoasanscs 509-11
Internal AffairS..ie.ee e ieeeeeeeeeneeeseosccosssansansens 509-11
2o Y0 1 . = 2 509-5
SUDPEE VIS O Y i vt ittt tvesecceacasasesasosnsssnsnnsssssos 509-11
JOD DeSCriptionS .. vee et eieeceossossnsssssoscscssnssnoses 509-21
Job Opportunity Bulleting.......v it iinneosonesenennnns 509-12
Journal Entry ReCOrdS....c.eerinersnssnseassononnnsoscas 507-8
Juvenile Records
Arrest ReCOrdS . .. uveeeeeeeeeeeoessosocesosossssosscnnssases 510-11
Civil Ciltations. c.. it tiiereeeecasoesoasonasssssonsoas 510-9
Crimes/InCiAentS . . .cueeeeeeeasscacsssssssassoscsscsnoes 510-10
Liquor CitationsS.....o. ittt iniveeeereecennecenesonnaccas 510-10
Youth Field RepPOrtS...ceieeeeteersoassacesocnsossosonenas 510-21
Juvenile CitationsS. ..o, vt eereeeceonasonssassossancsanes 510-10
JUVENILEe LOGS .. et iieeteeeoesoeosnsssossssossesscasasnnennss 502-16
Juvenile Arrest ReECOrAS. .....cveeeeeeeoeoasosossssasssans 510-11

Latent Records

COUNEY CaASE8 . v eeeeeeeeeoseaooseaanssassssssssssssoess 515-6
Latents/Identified.....c.ii it iineirsaeaosonnscansonns 515-6
Latents/Without Value........... e et eetteaenaanne 515-6
Laws
COUNEY . v it ittt st eoaescsesesossscascsosssscssssenansass 508-2
Federal...ueeeeeeeseeseeseasssaosssseseaasonsosasesnoes 508-2
SLAE . e it vt e eeenooecansoesasassssacsaasosessnensasanse 508-2
Leave Records
AdMINIiStrative . i et ittt iiie it eeeoseoconsossansnesans 509-13
Annual.......... A 509-13
AWOL . v+ it et ettt eenseeeoeecanneeeoeaanessoanassasanoesas 509-13
DisA@bDility . eieeeeeeeeeseaoonaosonssasaassosnssascaneans 509-13
DiSCretilonarY ..o e e et neeeeeeeeoaeesoesasosasosennnenssss 509-13
HOLliday ..o v ittt eeninesonaeeasetaceeennseaasasnansans 509-13
1 o T D "2 509-13
LWOP/FULIoUGhN. ¢ v vttt ittt ettt teeeeeassaneassaaaaasanaes 509-13
s E= 3 o8 =3 o ¢ o 1 Y2 509-13
MidlitarY .o eieeeteneeeeoaoseaesseenannnanasnssseansess 509-13
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PAternNal LeaAVE...coceeeeceoeeoeseeoeecascscssscsaacnas 509-13
. Personal DaAV......eeeeceeoceoancananenannnes C et e 509-13
. Sick....... e e e eeecase C e e e et ecct e eetas et ansenns 509-13
LEGISLATIVE/LEGAL RECORDS.......ccterevcennnss Ceee e 508
Lesson Plans.......cceeeeance et ece s e Gt e e s e et esensane 509-14
Line-Up ROStErS ... ciceeeeceeanrcannna c e e c e et 502-9
Logs
.  Adult Prisoners.......... ceee cereesen creecseesssesssn02-16
Alcohol Testing....... ceeseressaneeaa ceena ceeesacans 502-16
. Civil Subpoenas....... te e et caaseas e ceeesesessssasesadlb-2
. Criminal Subpoenas...........cccceieranens ce s e enns ..515-2
. Juvenile Prisoners........ ce s eeseeteeeeeaene et eeeae e 502-16
. Missing Persons......cceeceeeesscecccoccsoans ceesesense 502-11
. Prisoners........ cetecseessnos Gt e eeeseeeenes ceces e 502-16
. Property...... e etececanane e teeeeereeaean Ceee e 502-16
Radio......... ceeserecssans et esaeesas S eeeeeeeseseaen 502~16
Lost/Missing Property RepOrtsS... ...ttt ensrenscnaconsse 513-9
Maintenance Records
. BUlldingg...eeeeetireeetotersoososrsersassassensnnsssscnceos 513-10 .
. Facilities.....cieiieeenenns et st eese e naas et 513-10
. Ground@sS.....ccceae-s ceevoesesessertranese c et esecssaenanan 513-10
. OfficCesS....veevecescarasssnocns e evs s eenueas c e e s en s 513-10
. Propertv...... et e s e e esecccrans cecasacsee teessecseeesDl3-10
(3] o Y- Lo - 2 Y A T 513-10
Traffic Equipment............ e s e ececereesareesesones 513-10
Vehicles. ..viieeiieeeeneceraseacnsassnsanns e e ee e 513-10
WEAPONS e ¢ v st o e vsenasosoasoscsasessosccssssescasescsnsss 513-10
Messages
. Electronic/Internal............ Gt e e eececv et 502-8
e MILES . et iietieeeneeenneeeesoeeesoeseseasasacansesssssaD02-10
. NCIC...... G eceetecsscaacsacanas A, .ees..502-10
. NLETS....... Ceeeenen s e s etscesan et e s ees e 502-10
. Telephone......cteeeeenesecensccosassoscssvcossnses ee...b502-19
Micrographic Records......ciceivenceccscecccanseccsssasa4qal0
. Criminal Investigation Records........ ceeceaens 510-3,515~7
Directives Records......cceeeeesecsnscsn ce oo 504-4,515-7
. Incident Records.......ceceeee. c e eceereceanesae 510-6,515-7
. Vice/Narcotics Records...... et e e e ceeaen veeesH10-3,515-7
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Micrographic Sérvices ......... e e s st ettt et et
Minutes ,
Chief Of POLliCe..uiieiiiiiineneeeeeneeeeannnenenenenn
UNit COMMANAEE S . vt e e vtereensononnoseeenensennnns e e
Missing
. Person Cases.....ccoveee. et e e e et ar et esat et eaasnees
FToTe £= 170 = of =T o - 1
. Photographs...... e e e s e e e s e st a0 et eneaeeeesseseensn
. Property.....iiceieeciceccncas teeseannes e s et s er s erenee

Name Index System (Automated)

. Adult File........... e e e e eees oo s e st e s st e s e s v ensnee
Incident'File. ..... ceseen ce et e e e e s o ecoceaces oo
c dJuVenile File....ieieiiieieeneesenesoossoeanoanocannees
NCIC
. Administrative MessagesS..........ooeee.. ceeaen ceseeaaa
. Boatg......ccctteeenns Pt e e s s s e s s s s e e e s e e st eso e en
e BUNS ... ittt eteeeoeesesesananens et eee e cr et ee e
© License Plates......uieeenneeeeetossceneoeeeeessecnees
MiSSing PerSONS. ... it iiteeeteeeneenenaeeeennoenseans
. Property (Articles)......ceeeee. cracee e creseenen .
. Protective (U.S. SeCret ServVicCe) ...eeieeeeeeeeeeeeness
Securities........... ct st s e e e e e et eseses c e e e
Unidentified PerSonS . ... eee e e teeeeneeeoeneeneneenas
Vehicles............. C et ettt e e e e s eee s et e e
. Wanted Persons...... o e e e et as et et e s seececeeeecnesanes
Warrants (Canadian) ...........eeeee. e et e e re e
Negative Films....c.oeeiineenneneeeenes c e s et st ee e
Newsletters....... € 6 e e s e 0 e et e eaacacataceeeseeeseeeneena
Newspaper ClippDinNgS . e e ... e et eeeeeeeenoeeeeesoeeeeneenses
News Releases........... h et e e et e e et a e e
Opinions
. County....ceeeceveces 6 e e e e e s s s s earsascerennas s e s eee
. Federal.......... et e e e e et s et e s e e e e see
. Police.....ciivvernn.. s et s e e n e e e s eserseeseeneannen
State......... ® @ 0 5 6 8 6 68 6 o0 an e anececeeoneesesaeeeenceea
Organization
Charts..veeeeeeeeeeas e s e e et s e e r st e eeee e .
T ¥ < ¥ ] o 3 ol -

503-4

503-4
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Organizations .

. Colleges/Universities....icieeneeeiseceecnsssossassnnes 501-8
. County Council.....oeeeaueean ceeeanen c e c e e e e e e 501-8
. County Government AgeNCieS.....eiceeteseccsconsennnnce 501-8
. Federal CourtsS....ceetviecsrsesesccnssoncnns ce s e 501-8
. Federal Government AgenCiesS.....ciceesooscoccecccacnss 501-8
. Federal Legislature...... ceeeereeenaeass c e eee e .501-8
. International GroupsS........cceese0e. ceeeann e e e n e 501-8
. Law Enforcement Agencies.....cceceeeees Cesececsansans 501-8
. Municipal Government Agencies...... A «..501-8
. Other Countries........ Ceesenceenassanes ce et e evaanes 501-8
. Other Committees......ccouse e eeecccssccs et e aanens 501-8
. Private Organizations..... T I 1 B
. Private Security AgeNnCiesS....ceevteersscccoccssone «.++501-8
. State Coyrts.......... e eesecceceseassnescssssssesseesn01-8
. State Government AgenciesS......... Ceececsecteterrenenns 501-8
. State Legislature.....iuerineerenesescconossoancnosnss 501-8
OTHER POLICE RECORDS ... et ccevenesacscsocnsaascse ceesssaase 515
Pawn ReCOrdS/REeCOVEIY .. vt ereiteeesotesosossssasaseassns 513-12
Pay Schedules..... ce et s evessecsscnraes e s e e enenes e e e e 507-10
Payment Records

. Pay SchedUles....c.iteetescccsnscssscsnccascs cescan ...507-10
. Petty Cash......ciieeeeensoannncssoe S, 507-12
. Vendors....... ceereseecescasenenea ceececeasascananaas 507-9

Payroll Records

. Athletic EVeNES . ... cieeeeeeososassssasosssssssanasnsaes 507-11
. Bi-Weekly Strength Reports........cceece... ceessenans 507-11
. Compensatory.....ceevceeceeees cr e e e e v enn s e e ..507-11
. COUurt...ceceeecancanas e e o ecceeesvessecsvas et e e e aaasans 507-11
. HOlidaY...voeeeieeeoeaonoaenosscssssssasocnconsannsscess 507-11
FRN 0 V7= o s 1 11 =S 507-11
. Time Sheets/Daily...cueeieeeneeeenccencosssssacnsansona 507-11
Performance Evaluations......... ceeeecesasecnrenssenasssn09-15

Personal Records

. Civilian Files.......ievecn.. et eessecaarecsaana eee...509-16

. Crossing Guard Files......oiieereeeeneseccosaansncecas 509-16
Police Files........... teeecr et one e ceeeesacenananas 509-16

Personnel Files

e CilViliaANS...eeeeeeeeeeeeceoesonsosasassssasasanes .e..509-17

. Crossing Guards........ ceeecseeenane ceeeeseneesaaanen 509-17

e POLiCE .t i eeeeneeeeseeceosasesssanansonsssssssasansannss 509-17
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PERSONNEL RECORDS . i v vt s ittt ettt oo esnsosansacsacessssenaas
Personnel Pension PlansS........e e enreoeeneenosessnnsens
Photo Information SheetsS. ... v ettt etnonenasoesanansos

Photo/Negative Records
Accident Negatives.......... et ettt e e
AdUult NegativVesS .. u. v oeeesaetoeaseaaasoesansennens
Black/White Photos (Adults) ......c .ttt inennnnnnnn
Black/White Photos (Juveniles) .. ...ttt iennenas
Color Photos (Adults) ......eetiiiieiiniinenanosnosnsns
Color Photos (Juveniles) .. ..t iieeetesososososensss
Crime Scene NegativeS...i.eeieeeioeaoeosaononcoscnnans
Incident Scene NegativesS. ... et i vitonsoonenesoesaenns
Juvenile Negatives ... ...ttt iniveonnononnaesnenan
Photo Information Sheets........c.uiiiiitnoeeoseonnnans
Special Event Negatives...... .ottt emniennnennn

Physical Inventory Records
CoUurt Properiy ..o e ine i rneteetenosnscenssnssaesaanos
FiXed ASSEL S . uuuiveeneneeeeenassssessesonasscsasaseans

QI oo X o X o1 J
VehiclesS . it e ettt i i teetannaeeaonasns it e et e e
WA PON S s ottt st s ot s e st oo assoanoonesacsensonsscosssesas

Plans (Emergency Operations)
BArricade. ...t it trneeeioasstrsonssssccsnanoanens
Bioclogical Warfare........e it einneerneannonnncans
BOMbh EMErgencCyY....cieeieeteetontencnnsscancnnconnennas
Chemical Warfare .. ... eeeeeereoneseosoonsoonsnssenseass
Chemical Waste .. u. e ittt iineseeeneeessnseoeoaannssoses
Civil DisturbanCe. ... .coeeeeeeeeeronosossoscoensansns
CONEINgENCY et ittt vttt et nanneesseesnsossssasascsossansasss
Desegredation. . v. . e e e eeereeeesoesoonseseanoanasnesnss
Emergency Radio. ..... ..ttt it enenersennsaesonnonns
J DRV To1 b F: 1 o 1o ) + 1SN
Hazardous SUDSLANCEeS . vttt ittt it e teneeceeeoacsononess
Hostage Operations.......c..iiiiiitierennanssoeacacnans
LAbOY SEriRE. i it ie ittt ittt i teeeeeeesaascessaannsnnss
oY o T 1 N5 -2 ol Ko ) o O
MUEUAL Add. . it i it it e ettt et e terteesaossasasssansacnsas
NAtUral DisSaAsSter .. vue it ieeoeeeeaerooesensananens
| (70} o 10l R = 12 ot 1 o ) « A0SR A
Nuclear Warfare........uiiiiiiieeteeeneennsnnnannnas

509-18
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. Physical Security......... ceeean et ee e an e 505-19
. Public Safety...iieeeeieeeeeecaaaosaannsoancascaans ....505-20
. Public Service.......cecivveenne ettt e ceesecenaaseeen s 505-21
e ONOW. it ittt torsesosavsaavossanessosossassssosscsoessessses 505-22

Special Events....uvieeeeeeeeeiacscsesssassccsocansasens 505-23
. Tactical Dispatch....... et e escec ittt eea e 505-24
. Terrorism.....cceseoesasccanas e et et e ceret s ananesnan 505-25

Traffic... et eeeeseecaneasaecnss et eenat e et 505-26
e VIP i iteeetoeaeesonosnocsssasasnacnsa Ceeeteetenreneans 505-27
. Water.....ieiiieeeeeecansonannnaa .. cersreseasseans 505-28
Plans (Management)’
. Administrative..... cete e eencan Ceeesteenscansaane crenan 501-9
. Division........ e e et e sceasseasearasecse st ens ot nanuse 501-9
. Management.......ceeeetecoaosassossssososssassssosonas 501-9
. Operations.......ccvevereeeesccsosnecess “eeeesen e .e.501-9

Section.......... c e e s eeccanasteacescasereas et aessneans 501-9
Police Management System (Automated)
. Adult Arrest ReportsS.....eeeeeeevencnasen seesacsssassb03-5
. CAD Reports....cseeeses t e e e eceeteseertsss e s eass e .503-5
. Criminal Analysis Reports........ceiveencses cetec e 503-5
. Incident Reports.......cceeeoseas ceesteeescteanans ees..503-5
. Juvenile Arrest Reports8......cciceeovesoososcns ceoaan 503-5
. Persons RepPOTrLS ...t erceseetvecoroasosnsnonsnccsncscs 503-5 .
. Property RepOrtS....cceeeseacesssceacensascsscscansanns 503-5
. Suspects RepoOrtS......cierevecscrsccnsecescscnsoncanas 503-5
. UCR REPOTrtS..ceeeescosesnnronsnos ce s s e es e e e s e e 503-5
POLICE RECORDS ...cvevvenncannnns eeeecesastoaceneanaoes 510
Polygraph Records

Criminal Investigations.......ceiiiiiiieiereceeeneennn 509-19

Employment Investigations..........eciieiinieiennnnnnn 509-19
Position Action Requests......viiiiiverenscocccansanasns 509-20
Position. Identification Records........cieiveiieneeens 509-21

Positions/Personnel

. ACLiOn ReqUEStS..cc.tttteencstsoncoccnnccacaccnaass ...509-20
. Identification Records.......c.iiicieieecncosonnnsnnns 509-21
. JOb DesCriptionNsS. ..o eeieeecrnststssoancsasceascansssens 509-21
. Job Specifications.......ccit ittt ccnracnsncnns 509-21
Property Recovery Records (Pawn).......ceeeeeeeeaenns ...H13-12




Press REl1eaSEe8. ... ceeeeeeesstsnssessesansacscosssnsassas
PRINTOUT RECORDS. ...ttt eteersensnnas et et s escenoocenaaene
. Adult Arrest.....ceieeerecrcessrsransssosncannsssoanense
. Fiscal...iieeiniiiiiiinneeieaeneeeeesnsaonsaansaocannas
. Police Incidents........cciitiitiiriernecnanncoconnss
. Property.cccecececas st e s e et st e et e s s e e s ac s as s s s ees o
. TrafficC...ceeeeieeecescacnnssnncnca R, e e e
. Other Printouts.....cccitveeentoerennssonse et een e nns
Prisoner

. Logs....oec.e ceveecesesaneans e e re e Gt e eceesn v reavan
. Property Records..........iiiiieuierennronseenacoannnns
PROJECT RECQRDS....ccvv... e s e eaceeeennes et et sesaesanen )
Projects

. ACtion TeaAMS ... ...t eenecssosssoscsscsnssasnasassssess ,
. Auxiliary ServicesS.....ccocecasn. ceteereaseannas ceees
. Capital Improvements.......oceoesoeee C et eetees e
., ComMMUNLICAtioNS ... it ecernorsoesnsosnsnssasssssnnsssns
. Community Relations.........coeee. eresesssasesnan e
e COMPULEY . .t oot teeeatoassacsosscssossscsscosncssssnsoosocsoos
. Crime Prevention.....eeeeeieeeeeanns Cetee it e
. District Stations.......cicieeenrenne ceecaeseenanas .o
. Graphic Arts..... cesenencea ceassacaas e eecsecssacennas
. Informational ServiCeS......ccieecersososesoonsennonnss
. Inspectional Services......eveeeeas cereesenns e eee e
. Planning/ResearcCh.....c.ccieivieececatoccoansascccnnasns
. Police Basic Training........eeveeeee ceesenne cteseans
. Records Management........... ceeesane st e eceac s ssacns
. Special OperationNS...c.cceeeeetesescscssssoasoscnsnsecs
. Special Projects....icceeereecsnssssccsossasoansasscnes
. Other Projects.....cueceeececcccscnosannconas ceeenne .o
Property Records......ccceeesesccccasoacoes ceeesaraneacees
. Confiscated........iiiierieeneriennanns P eeseessensransn
. Disposed....ceciccitercarcrcnanaa ceesensanna ceaeea .o
. Found............ tcesces s e e e e eana te et censsesanaans
. Held.......ecu0.n e vete s ersees et e ees st e vt e s esnanaan
. Notifications........ceievieereeenns s eeceseessa s an
. Pick~up....c.c.c... C e s eceseenseseserececseeseescereeenn
. Released.......civviienenes ieteesvseseersosssacaaaaanaa
. Stored........cc.. s s et cesses s ass e s e e et eecensassaen
Property Claims Records.......cveeceeacanosccsaosaaccecsnsas

512-10
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Property Disposals

. Abandoned PropPerLY...-e..ceveoeeneaenenns e 513-15
. Abandoned VehicCles., ... ..u et ieeeeeorecosnossassssssasnsae 513-15
. Alcoholic BeveragesS.......coiveeesesrsossccssonsoasancs 513-15
. Handguns.....e.eieeweeeceeosescasoseossassssascssssasssss 513-15
. LOSt Property...iue.eeeeeceesoeesesncsnseassoscsasansnsa 513-15
. Narcotics....... e et et eesssees st earnaeseaenn Ceeae e 513-15
. Police RepOrtsS.....cieerecensveavonessannsans ceeraseanas 513-15
. Property (InVentory) .cceeeeeceeaeecaccsvocnns cecearans 513-15
. Surplus Property......... Gt e ctececessseasessaan seeeeseabl3-15
. Vehicles....cceceve.en et e eseeececssnecsacnnsns et e .513-15
. Weapons....... h e e s e s e eseesererevsecesenraea cesenes .ee++9513-15
Property Logs (Prisoner) .......cceieeecesecncccnennanens 502-16
Property (Receipts)
. Confiscated Property..... t et eseseesssevesessesreaneens 513-18
Evidentiary Property..... et e et ceee e e eeneas 513-18
PROPERTY RECORDSf... ..... cees s s eneane cevencseannessunsen ..513
Psychological Récords.
. Clinical Records......cccveeecenscs e s s eceneeseecennas 515-9
Communicable Disases.....ccveveee. e eeecncecscnaeneenn 515-9
. Exit Interviews.......... cecavoean ceecevetsesncseanane 515-9
Referrals....cccoeeeeceecees cesecnea ceecesorseneas s ecoasa 515-9
Purchase Records
. Field Purchase OrdersS.......ccceecececccasancaos ereeeseb07-13
. Purchase OrderS......ccseveetsosescscasssossssnocsasssccess 507-13
RaAio RECOTAG . ..t iveerreeecenencesasossssnsassssnsssssss 502-17
Receipt Records
. Clothing Allowances........ceceee. Ceecesenesesaceeens 507-14
. Equipment AlloWanCeS.....ceeossecsnscsscen ceeseeeseaeen 507-14
Report SalesS....veiieiitineeesaesesssenesacososnasnasna 507-14
. Vehicle ImpoundS...cccecessscocsss seectesessecanseassad07-14
Receiving Reports ) .
. See Purchase Orders......c.ccceeceeene ceeeean ce e eecaes 507-13
RECOTAS/PUDLIC. sttt st veeeeeeenenceeeennseananananaasssas 411
. Administrative......ccceececcccronss e e e een s eeeeeee 501
. Center ServiCesS.....ceceeesocenscanss c e te e e e e 408
. New ReCOrAS.....cueeeeeescenocccsssssssscsoscsccascsocsoss 404
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Records Management

Archival RECOrAS.....vi'vieeeeneeeeeneoscocasens e 409
Benefits................. T 201
Definitions . .ttt ittt ettt it e e et e e 204
Disposal Authority.....oeeieieiniieeeneonennnseneenns 402
Disposal Certificates. ..o ee i ieencinsennancns 406,501-10
| =3 Yo = X T = 405
Digposition StandardsS......eeieeereinecosocasscnsonns 401
MiCrographicCsS . v ve et e e nosessocssancsannssasssnocnosss 410
NEeW RECOTAS . v v oeeeteeeeoesossanasosessasassnssasoaseseses 404
Policies....... et e et e s s e st et et e 202
RecOords StLOrage....oieiceeereececoasecoesoosaanoncs ..309

. References (Legal)......c.uvvu.n @ttt et e ettt 207

. Responsibilities........ ittt eeonennoennnns 203
Retention Schedules. ... ..t ittt iterasnccancnsos 403,501-10
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PART 2. INTRODUCTION

201.

BENEFITS

The Departmentwide records management program offers the

following benefits:

202.

Compliance with county records management ordinance.
Compliance with law enforcement accreditation standards.
Uniform filing practices.
Office space/storage savings.
Records pfotection from accidental disposals.
Paperwork reduction procedures.
Filing equipment cost savings.
Records protection through micrographics.

. Personnel training/instruction.
Generic record series/categories.

. Computer file purges.

POLICIES

Records created/received by the agency are the property of
the County Government.

. Employees are encouraged to make suggestions for operational
improvements.

. Directives should not be intermingled with administrative
correspondence.

. Directives manuals should be kept updated, and accessible.

File plans should be updated as needed.
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RESPONSIBILITIES

The Police Records Center Director is responsible for the
Prince George's County Records Management Project. E.g.:

. Inventory, appraise, and analyze agencywide records.
. Develop, and implement records retention schedules.

. Negotiate records disposition with county, and state
agencies.

. Update the Records Management Handbook.

. Serve as liaison with county, state, and federal agencies.
. Certify records disposals.

DEFINITIONS

. Archival Records . Permanent records appraised for preser-
vation, and permanent retention in local or state archives.

. Cagse File (s8) . A file contains all papers relating to a
specific subject, person, place, location, event, agency,
etc., from start to close.

. Cutoff . A designated time beyond which material is not
added to a file folder. New folders are created for
future use.

Datanomics . Machine readable records in erasable media,
and other devices in applied office automation technology.

. Directivegs . Instructions prescribing policies, authorities,
responsiblities, delegations, standards, etc., issued in
the form of manuals, memoranda, orders, procedures, bulletins,
guides, notices, rules, regulations, and other formalized
statements.

Disposable Records . Records of temporary value subject to
destruction by a Records Retention Schedule.

. Records . Includes materials created or received by a county
agency in connection with public transactions, and in the
form of correspondence, magnetic tapes, papers, books, photo-
graphs, maps, drawings, charts, printouts, microforms, films,
sound recordings, disks, fingerprints, videographs, computer-
graphs, or other documentary materials.
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Records Management . The control of recorded information/
records from creation, maintenance, disposition, to preser-
vation in local, state, or federal archives.

Records Retention Schedule . An official timetable that
identifies the length of time a record must be kept before final
disposition. :

Record Series . A group of related records usally used/
filed as a unit for reference or disposition purposes.

t

Retention Period (s) . The length of time records are kept

- before destroyed by a predetermined plan. The retention

period may be expressed in days, months, years, or destroy when
superseded, etc. *
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